STATE OF CALIFORNIA—HEALTH AND WELFARE AGENCY
DEPARTMENT OF SOCIAL SERVICES
44 P Street, Sacramento, CA 95814

February 9, 1GR7

ALL-COUNTY LETTER NO. 87-26

TO: ALL COUNTY WELFARE DIRECTORS
ALL CCUNTY FISCAL OFFICERS
ALT. COUNTY AUDITCRS
ALL COUNTY ADMINISTRATIVE SERVICES OFFICERS

SUBJECT: COUNTY WELFARE DEPARTMENT ADMINISTRATIVE EXPENSE CLAIM
SUPPLEMENTAL CLAIMING INSTRUCTIONS FOR THE STATEWIDE
AUTOMATED WELFARE SYSTEM (SAWS)

This letter provides claiming instructions to counties that
received approval of their Statewide Automated Welfare System
(SAWS) Central Data Base (CDB) project. Instructions are being
provided for the following purposes:

I. To clarify activities which are approved as CDB costs.

IT. To issue claiming instructions for CDB developmental
and maintenance and operations (M&0) costs incurred by
a County Welfare Department (CWD) in Fiscal Year (FY)
1585/86.

ITI. To issue claiming instructions for CDB developmental
costs incurred by CWD EDP and non-EDP staff in FY
1986/87 and claiming procedures for ongoing CDB EDP M&O
costs in FY 1986/87.

Iv. To identify the CDB costs which are reimbursable under
the provisions of Welfare & Institutions (W&I) Code
Section 10824, Senate Bill (SB) 802. The SB 802
provides the authority for the State Department of
Social Services (SD3S) to pay the increased
administrative costs incurred by counties where it will
not be cost beneficial to implement SAWS.

V. To identify county requirements.,

Previous instructions relating specifically to electronic data
processing (EDP) costs in fiscal year 1986/87 were issued in All-
County Letters (ACL) 86-73 dated August 11, 1986 and Errata Letter,
dated August 22, 1986, 86-92 dated September 17, 1986 and 86-130,
dated December 18, 1986.

I. CDB Activities

As approved in the Central Data Base approval letters issued
by 5D3S, the costs associated with the CDB represent those




additional activities necessary to develop, implement, and
operate the (DB beyond the activities currently undertaken to
operate the Medi-Cal Eligibility Data System (MEDS3).
Accordingly, only fthese additiconal activities will be
identified as CDB costs for distribution to the Food: Stamp
Program. All MEDS-related activities performed prior to each
county's implementation of the CDB and which continue to be
performed will still be reported as a MEDS-related cost. For
example:

o} The costs of developing the CDB include the additional
CWD staff effort, both EDP and non-EDP, and vendor
contracts (where applicable) in making programming
changes and providing key entry services to add the
Food Stamp case files to the existing MEDS data base.

o The cost of maintaining and operating the CDB includes
the EDP programming efforts to maintain, modify, or
enhance the CDB system, the key-entry efforis necessary
to provide continued input into the system, and the
operations costs associated with equipment, supplies,
and services as specified in the Manual of Policy and
Procedures (MPP), Section 28-010.

o} The costs of programming changes directed by the State
Department of Health Services (SDHS) and which benefit
MEDS will continue to be identified tec the DFA 325.14,
All Other EDP. The costs of programming changes
directed by the SDSS and which benefit the CDB will be
identified to the DFA 325.1A, SAWS EDP. Where vendor
services are utilized, it is the CWD's responsibility
to ensure that contract costs are identified between
those that benefit MEDS and those that benefit the CDB
in accordance with this letter.

0 Other EDP-related costs incurred for the combined
benefit of the MEDS/CDB system which cannot be clearly
distinguished to either system will be prorated between
MEDS and CDB. Where key entry staff provide input to
both systems which either: 1) has bernefit to both
systems, or 2) is not clearly identifiable to either
system, the costs of the key entry staff will be
prorated using a count of transactions on the combined
MEDS CDB system. Those transactions identified with an
FX transaction code will represent the CDB-related
activities. The costs of supplies, ete., will be
prorated in the same manner. This proration of cost




II.

will occur prior to completing the DFA 325.14 (All
Qther EDP) or 325.1AA (SAWS EDP) as applicable. Each
county is responsible for maintaining on file all work
papers for audit purposes. :

The costs of eligibility workers and others using tne CDB
were included in the SDSS CDB approval letiers as "annual
ongoing operations cost--CWD non-EDP staff resources." These
staff perform activities related to the creation, processing,
follow-up and c¢orrection of FX transactions on the CDB,

These staff efforts associated with the CDB will not be
reported as EDP costs on the DFA 325.1AA, These costs will
be treated as normal eligibility and non-service function
activities for claiming purposes, and nc specific time study
instructions are applicable. These activities are, however,
eligible for reimbursement under the provisions of 3B 802 as
identified in this letter.

Fiscal Year 1985/86 - Claiming Instructions for CDB-Related

Costs N

In accordance with the letters issued approving the SAWS CDB
project, each county was instructed to maintain accurate
support documents, such as time records, to substantiate the
efforts of individuals performing CDB-related activities.

A, For those CDB expenditures incurred in FY 1985/86 that
meef the EDP requirements contained in ACL 85-71 and
85-107, costs are to be reported on the FY 1985/86
administrative expense claim as follows:

1. The expenditures assocliated with the preparation of
the CDB Cost Benefif Analysis/Implementation Pian
(CBA/IP) and developmental and implementation
activities are to be claimed on the EDP Schedule,
DFA 325.1A (9/85), under the Developmental Project
category as Direct-to~Program. These costs are to
be carried forward to the DFA 327.2B and entered on
line 35, Nonassistance Food Stamps (NAFS), in an
available columnh designated for developmental
projects (columns Q through AC). The project name
and assigned number are to be clearly identified.
These costs are also to be reported on the DFA
325.1, Expenditure Schedule and Certification, to
the appropriate EDP cost category(ies).

2. The EDP activities associated with the M&0O of the
CDB system are to be claimed on the DFA 325.1A
under the M&0O category to the Eligibility and




Nonservices Function along with other EDP systems
M&0O costs and included in the appropriate columns.
These costs are to be carried forward to the DFA
327.2B, entered in column N, and distributed to the
benefiting programs using the EDP ratio based on
the benefiting program casework costs as identified
in Column I on the DFA 327.1B for each quarter. If
the CDB represents the only system in use under the
EDP M&0O category for the Eligibility and Non-
services function, all CDB costs will be reported
to NAFS, Line 35. These costs are also to be
reported on the DFA 325.1 in the appropriate EDP
cost category(ies).

B. For CDB-related EDP expenditures incurred during FY
1985/86 that do not meet the EDP requirements contained
in ACLs 85-71 and 85-107, e.g8., CWD non-EDP staff
performing developmental activities, and for non-EDP
ongoing activities, costs are to be claimed in the
appropriate non-EDP cost pools, i.e., allocable
casework costs or allocable support costs on the
DFA 325.1 in accordance with existing claiming
instructions applicable to each cost pool.

It is the responsibility of each county to ensure that the CDB
costs as described above were claimed correctly during FY 1985/86
to ensure that normal federal and state reimbursement has been
received. Costs not claimed in accordance with the above
instructions should be corrected through a supplemental claim.

III. Fiscal Year 1986/87 - Claiming Instructions for CDB-Related
Costs

A. The CDB expenditures that meet the EDP requirements
contained in ACL 86-73 and Errata Letter and ACL 86-130C
are to be reported on the Administrative Expense Claim
as follows:

1. The expenses associated with the preparation of the
CBA/IP and developmental and implementation
activities are to be claimed on the SAWS EDP
Schedule (DFA 325.71AA) under the Developmental
Project category as Direct-to-Program. These costs
are to be carried forward to the SAWS EDP
Distribution Page, DFA 327.11B, and entered on line
35, NAFS, in an available column desighated for
developmental projects (columns CN, CT, CZ). The
project name and assigned number are to be clearly




identified. These costs are also to be reported on
the DFA 325.1%, Expenditure Schedule and
Certification, to the appropriate EDP cost
category{ies).

2. The EDP activities associated with the M&0 of the
CDB system are to be claimed on the DFA 325.14A4
under the M&Q category on the line designated as
CDB and entered into the appropriate columns.

These costs are to be carried forward to the

DFA 327.11B, entered in the Eligibility subtotal in
column CK and reported to NAFS, lirne 35. The
project name and assigned number are to be clearly
identified. These costs are also to be reported or
the DFA 325.1, in the appropriate EDP cost
category(ies).

B. Any FY 1986/87 CDB related expenditures that do not
meet the SAWS EDP requirements contained in the ACL
B86~T73 and Errata Letter, and in this letter, are to be
claimed in the appropriate cost pools, i.e., allocable
casework costs or allocable support costs, on the DFA
325.1 1n accordance with existing claiming instructions
applicable to each cost pool,.

Again, 1t is the responsibility of each county to ensure that SAWS
CDB costs as described above are claimed correctly during

FY 1686/87 to ensure that the normal federal and state
reimbursement is received,

Iv. CDB Costs Reimbursable Under 3B 802

Counties were informed in theilr CDB approval lefters that all
costs which were approved as being in direct support of the
CDB weculd be eligible for reimbursement at the end of the
fiscal year under the provisions of SB 802. The CDB approval
letters established approved amounts for preparation of the
CBA/IP, development and implementation costs, and ongoing M&O
costs. The county share of these CDB-related costs will be
eligible for reimbursement under SB 802 where the cost of
implementing SAWS is not cost effective. Counties were also
instructed to maintain time records to substantiate the
proper reconciliation of CDB-related costs.

In order to reimburse each county's share of CDB-related
developmental costs, EDP CDB-related M&0O costs, and CDB-
related user costs, the procedures outlined below are to be
fellowed:




Fiscal Year 1985/86

1.

a8

Counties were to have claimed CDB-related
expenditures in accordance with the normal
quarterly claiming procedures and in the
appropriate cost pools on the administrative
expenditures claim as outlined in Section Il above.
(See Exhibit A.)

Once each county has determined that CDB-related
expenditures have already been claimed during FY
1985/86 through the normal administrative claiming
process in accordance with the preceding
instructions, a supplemental Central Data Base
Claim for each impacted quarter 1s to be submitted
to the Fiscal Policy and Procedures Bureau by
March 6, 1987. (See Exhibit B.) These
supplemental claims will be processed as
expeditiously as possible.

The supplemental CDB claim must consist of the

DFA 325.%1 (9/85) and DFA 325.1A (9/85) and all
subsequent schedules impacted in the claim and 1is
to be prepared for each quarter CDB-related
expenditures were claimed, whether in the EDP cost
pool or in another cost pool(s). This claim should
be titled "Central Data Base Claim" and should
reflect only the CDB-related expenditures that were
claimed for reimbursement during the quarter,
including the non-EDP staff developmental and
ongoing user activities. This supplemental claim
will be used to determine the county's share of
CDB-related expenditures eligible for reimbursement
under SB 802. A clear copy of the S5D55 CDB
approval letter must be attached to the
supplemental CDB claim.

The individual CWD employee's time records that
were maintained to substantiate the claiming of
CDB-related expenditures are to be used to
determine the proportionate share of the
individual's salary and benefits attributable to
the CDB. This prorata share of salary and benefits
is to be entered in the appropriate cost pool{s) on
the Central Data Base Claim. (See Exhibit B.) The
time records should be maintained at the county
level for audit purposes. If time records were not
maintained for non-EDP staff performing CDB
developmental activities, no additional costs will
be eligible for reimbursement.




4, All other approved CDB costs are to be entered in
the appropriate cost pools on the Central Data Base
Claim. (See Exhibit B.)

5. The assigned project number is to be shown on the
Central Data Base Claim in ALL impacted areas on
the claim. This information will be used by the
SD33 for monitoring and control purposes.

6. Since the purpose of the supplemental CDB claim is
to determine how much reimbursement the county has
already received for CDB-related activities, it is
extremely important to allocate the costs through
the supplemental claim in precisely the same manner
as the original claim. The same case-carrying
hourly ratios and program funding lines should be
utilized in the supplemental claim as in the
original claim (including any changes submitted by
the county in earlier supplemental claims).

7. A copy of the audited Central Data Base Claim for
FY 1985/86, will be returned to the counties and
should be attached to the audited administrative
expense claim for the corresponding quarter
claiming period.

Fiscal Year 1986/87

Due to the development of the DFA 325.1AA and the

DFA 325.11B, there will be no supplemental claiming
process in FY 1986/87 and future fiscal years. All
SAWS CDB-related EDP costs as previously defined in
Section IIT will be reported using the DFA 325.1AA and
the DFA 325.11B. The federal and state share of these
costs will be reimbursed on a guarterly basis through
the normal quarterly claiming process. The county
share of these costs which is eligible for additional
state funding under SB 802 will be reimbursed using a
year-end adjustment process. This share will be
determined by applying the program funding ratios from
the DFA 327.8B for the NAFS Program to the total SAWS-
CDB costs reported quarterly in column DA on the

DFA 32T7.11B,

Eligibility workers using the CDB system for the
creation, processing, follow-up and correction of FX
transactions will time study to the appropriate program
under existing time study instruections, and their




salaries and benefits will be claimed in the
appropriate cost pools. Clerks performing similar
activities on the CDB system will not time study this
activity.

Their salaries and benefits will be clzimed in their
appropriate cost pools. There will be no special time
study instructions issued for these cngoing user
activities associated with the Central Data Base,

The county's share of these ongoing CWD non-EDP staff
costs associated with the CDB system will be eligible
for reimbursement under SB 802 provided that it has
been determined that implementation of SAWS i1s not cost
effective in the particular county. As with the county
share of the CDB-~related EDP costs, for FY 1986/87 the
county's share of these non-EDP user costs will not be
reimbursed through the quarterly claiming process.
Reimbursement will be via the year-end adjustment
process., The amount eligible for reimbursement will be
determined by the SDSS County Standards Section after
evaluation of the Post Implementation Evaluation Report
(PIER). As specified in the Manual of Policies and
Procedures, Division 28 (County Public Assistance EDP
Systems Funding), Section 130, a PIER is reguired at
the completion of an EDP project such as the CDB. The
purpose of this PIER 1s to measure the effectiveness
and efficiency of the CDB,

In future fiscal years, it is anticipated that the
reimbursement of the county share of CDB costs as
determined under the provisions of 8B 802 will be on a
quarterly basis, until such time as a determination is
made that SAWS is cost effective.

Implementation

The instructions contained in this letter are effective
immediately. It is each county's responsibility to ensure
that all CDB-related costs have been claimed appropriately,
in both the current fiscal year and in prior fiscal years,
Cocunties are reminded that within six months of their CDB
project becoming operational a PIER must be filed. As
previously stated, the special funding provisions of SB 802
will continue only until SAWS becomes cost effective in each
county, with costs eligible for reimbursement up to the
approved project limits.




Any questions regarding CDB fiscal claiming instructions should be
directed to the Fiscal Policy and Procedures Bureau at
(916) 445-7046,

Any questions regarding the CDB FX transaction codes or the filing
and evaluation of the PIER should be directed to the County
Standards Section at (916) 323-3717.

Any questions regarding the year-end reimbursement of costs under

SB 802 should be directed to the County Administrative Expense
Control Bureau at (916) 322-5802.

. /7/? '_.« /',/" f—
L?{ﬁ“&ﬁ{{\#ngéd{(
ROBERT T. SERTICH
Deputy Director
Administration
Attachments

ce:  CWDA

Attachments
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